TRAVEL MANAGER PREPARER’S GUIDE

LOCAL VOUCHER

A travel authorization is not required for local travel. A local voucher claim is required
for reimbursement. This section describes the process for creating a local voucher.
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LOCAL VOUCHER

A. CREATE A NEW DOCUMENT

1. Click the Create a New Document link on the Document Toolbar on the left
side of the page. The New Document page will be displayed.

Setup  Reports  Logout  Help Document Prepal‘ation
User: New Document
Susie Smith Quick Tip For this Document you can:
Traveler: To select a traveler, elick on the SSM or Traveler Name lookup button.
Add Traveler |40 Trawel Manager
Documert Type (| Authorization - Ao Name | this Document
+ Create a New b ——i
ocurment Name
Document _Creste | this Document
[ Open Existing Document SSN@I El(
[ Review Documents Traveler Name E'(

2. Select Local Voucher from the Document Type pull down list.

Authorization ;I

Authorization
Woucher

Lacal Wauchear
Amendment
Waucher from Authorization

3. Click in the Document Name field and enter the document name:

Example of document naming sequence:
10-CFA07-16AL. This standard naming format MUST be used!

* Center ID (always the number 10 for NASA HQ)

* Hyphen (-)

* Org Code (Organizations must use 3-letters. Example: CFA.
Single and two letter code organizations should add the letters A
or AA to the Org Code)

* Date of departure (Example: 07-16 (MM-DD) use a hyphen - to
separate the month and day rather than a slash /”)

¢ State or Country traveling to (Example: AL for Alabama).

Up to 15 characters can be entered.
4. If known, enter the traveler’s Social Security Number into the SSN field.

5. There are two methods that can be used to locate the traveler’s SSN. Use either
the SSN Lookup or Traveler Name Lookup icon =] .
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a.

SSN Lookup method:

(1) Click the top =l icon, SSN Lookup, next to the SSN field. The Enter
Search Criteria page will be displayed.

(2) Enter the SSN in the SSN field.

(3) Click the button. The page will be refreshed with the
traveler’s information listed.

(4) Click the SSN link in the SSN column. The New Document page will
be re-displayed with the SSN field populated with the traveler’s name
and SSN.

Traveler Lookup method:

(1) Click the bottom , Traveler Name Lookup, next to the SSN field.
The Enter Search Criteria page will be displayed.

(2) Enter the traveler’s last name in the Last Name field.

(3) Click the button. The page will be refreshed with the
traveler’s information listed.

(4) Click the SSN link in the SSN column. The New Document page will
be displayed with the SSN field populated with the traveler’s name and
SSN.

NOTE

Click the Prev 20 or Next 20 links at the top of the list to move backward or
forward in the list.
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Setup  Reports  Logout  Help Document Preparation

* Create a New
Document
[ Open Existing Document

[> Review Documents

Docurnert Type@lLocalVoucher ;I

Document Mame @ |1D-HAA1 1-15WA

Traveler Mame  Traveler, Kathi

User:
New Document
Kathi Traveler Quick Tip For this Document you can:
Traveler: To zelect a traveler, clid on the EID or Traveler Hame lookup button

Add Traveler |to Travel Manager
Auto Name |thisDocument

Create Ithis Document

$5N D [25458-7548

o

[ Delete Documents

[ Copy Document

[# Import Documents

6. Click the —5=== | this Document button in the For this Document you can:
area. The Document Summary page will be displayed.

DOCUMENT SUMMARY

Unlike the Authorization and the Voucher from Authorization the initial page
displayed on the Local Voucher is the Document Summary page. Data input starts

by selecting the Trip Purpose.

Setup Reports Logout Help

Document Preparation

Document Status section.

Kathi Traveler

[ Local voucher:
A0-HAAT1-15%A

Trarwel Authorization
Nurnber

" Document Summary

Traweler Detsils 254-58-7548 , Kathi Traveler

= Traveler Trip Purpose I

= Expenses
= Accounting

Ouick Expense J=FE

= Totals

=l

SSIE MR 2 pense Summary

User: Document Summary for Local Voucher 10-HAA11-15VA
Kathi Traweler Quick Tip For this Document you can:
Traveler: Farspecific infarmation, clide on a Details link. ou can sign and stamp your documant fram the —— I T ——

Cortinue I Entering Document
Closel Current Document

nt
.00

= Comments
= Document Status
= Perform Pre-Audits

= Preview Document 10-02-AAZ0

P e A ccounting Summary

0.00

Total:|0.00

= Export Document I

= Close Document

1t T

ESERE=IER T otals Summary

A nt

Amount Claimed 0.00
Fay To Charge Card 0.00
Fay To Traveler 0.00

Document Status (TR T @Y GYTES

Docurment Stat

Enter Comments <No Comments Entered>

CREATED Aw=iting: Traweler, Kathi

Signature PIN

Enter Status/FIh

Stamp and Route I

Remars

SIGNED =

1. Select the Trip Purpose pull down list.
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MEETIMG

COMFEREMCE ATTEHDAMCE
OTHER (s2& belaw)
FRESENTATION

SITE VISIT

TRAINING

2. Click the _save | Document button in the For this Document you can: area in
the top right. The page will be refreshed.

3. Click the _Sontinue| Entering Document button in the For this Document you
can: area in the top right. The Expense Entry page will be displayed.

C. EXPENSES

Local expenses to be claimed will be entered on the Expense Entry page.

[» Local voucher:
A0-HAAT1-15%A

= Document Summany
= Traveler

* Expenses

= Accounting

= Totalz

= Comments

= Document Status

= Perform Pre-Audits
= Preview Document
= Export Document

= Cloze Document

Setup Reports  Logout Help Document Preparation
User: I—
Expense Entry for 10-HAA11-15VA
Tr‘;‘::;;;:“'*' Quick Tip For this Document you can:
) The Arrow icon indicates a required field. Clidk Sawve to sawe the cument expense and
Veathi Traveler refresh the sereen S0 3 new expensze can be added. [ Use GQuick Expense

Date @
e [osmezo0z

Use Foreign Calculstor

g Lookup Credit Card Expenses

Expenze Type I ;I
Expense [+ I Save I Current Expense
Description
Miles I— Done |Entering Expenzes
Traweled

Eack I Cortinue I

Rate I - I
Selection

Rate I
"”“;';i;ﬁ: I Cost Options
O Rei mbursable
Cost (@ |
Camments ;I O Taxable
Expense
Categaory
Frit
= Method =
4 k. “endor I vI
Code@lc- Expenses vl
=
Current Expenses

[ Actio ) ate <pense Amount

Total: 0.00

1. Enter the date the expense was incurred in the Date field or click the Calendar

icon next to the Date field.

2. Select FROM: TO: from the Expense Type pull down list. The dialog box
will display “This page is being submitted automatically in order to properly

populate various fields.’

’

3. Click OK. The Expense Description field will be populated with FROM: TO.
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COMMERCIAL BUS-LOCAL

FROM: TO:

GOV avAlLABLE

GO MAYBE AVAILABLE
GOWVERHMENT CAR-GAS
METROMSUBVIAY
PARKING-LOCAL

FRIWATE OWHED MOTORCYCLE
REGISTRATION FEE
TAI-LOCAL

TOLLS-LAOCAL

After the word FROM: [type where you traveled from]. After the word TO:
[type the destination].

Expense - .
Descriptiun[alFHDM- HO TO: GSFC

Press [TAB] or click in the Miles Traveled field and enter miles to and from
the destination.

Click the Rate Selection pull down list.

The reimbursement amount will be displayed in the Cost field.

Click in the Number of People ficld and enter the appropriate number.
Scroll down to view the Pmt Method field in the Cost Options area on the
right. Note the following:

The Reimbursable check box is checked.

b. TRAVELER is the default reimbursable payment method in the Pmt
Method pull down list. If any other payment type is selected the expense
cost will not be reimbursed to the Traveler.

TRAVELER =]

:TRAVELER

CEMTRALBILLED CHARGECARD
IH- KM
GOWEL
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10 Click the Current Expense button in the For this Document you can:

area in the top right. The Expense Entry page will be re-displayed with the
fields cleared to allow entry of another expense. The first expense record is
saved and will be displayed at the bottom of the page in the Current Expenses

arca.
Setup Reports  Logout Help Document Preparation
User: =
Expense Entry for 10-HAA11-15VA
kathi T I H an:
T,a:‘,eller':ve = Quick Tip ) . . For this Document you can:
The Amow icon indicates a required field. Click 5ave to save the curent expense and
Veathi Traveler refresh the sereen su a new expense can be added. P se Guick Expense

[ Local Voucher:
10-HAA1-15VA

= Document Summary
= Traveler

* Expenses

= Accounting

= Totals

= Comments

= Document Status

= Parform Pre-Audits
= Preview Document
= Export Document

= Close Document

Date @ l—
[ il L

Expense Type

Expense g |

Deseription
Miles
Travalad
Rate
Selection
Rate

Number of
Peaple

I JE3

l—
I j‘
l—
l—

Costi@

Comments

-
4 2

Code@lc - Expenses -

Current Expenses

0506,2002

Amount

FROM: Home town TO: Anvplace & back  7.30

[ Use Faoreign Calculstor
b Lookup Credit Card Expenses

Save | Cument Expense

Done | Entering Expenses

|

O Reimbursable

O Taxzble

Expense
Category

Pret
Methiod ;I

Wendor - I

Tetal: 7.20

11. Select the next expense from the Expense Type pull down list.

12. Click in the Expense Description field. The popup message will be displayed.

13. Click OK. The selected expense will be displayed in the Expense Description

field.

[

COMMERCIAL BUS-LOCAL
FROM: TO:

GOV AVAILABLE

GOV MAYBE AVAILABLE
GOWERHMENT CAR-GAS

FRIVATE QWHNED MOTORCYCLE
REZISTRATION FEE
TAXI-LOCAL

TOLLS-LOCAL

14. Click in the Cost field and enter the cost.
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15. Click the Current Expense button in the For this Document you can:
area in the top right. The Expense Entry page will be displayed with the
expense record added.

16. Expenses will be displayed in the Current Expenses area at the bottom of the

page.

Current Expenses

o Jore ]
ﬁ? x 02062002 FROM: Home town TO: Amyplace & back T.20
7 % nenseooz FARKING-LOCAL 5.00

Taotal: 1230

NOTE

Multiple expenses can be added quickly by using the Use Quick Expenses link in the
For this Document you can: area in the top right. This feature is covered in the
Create a Voucher from an Authorization section.

17. Click the ~E2mine | button in the For this Document you can: area in the top
right. The Available Accounting Codes page will be displayed.

D. ACCOUNTING

This section describes the process for selecting and entering the accounting code
labels. The Travel Manager Account Code table will be populated with valid
combinations of the Financial Classification Structure (FCS) elements, which are
uniquely identified by the Account Code Label and the Organization. (There are
two FCS elements that MUST be entered manually into Travel Manager. They are
the Internal Order NASA Function Code prefix “FC” and the Object Class used to
derive the General Ledger account.)

A crosswalk of the Account Code Label/Organization and a listing of the travel
object classes can be found on the HQ Travel Manager website,
http://travel.hg.nasa.gov. Click the Accounting Info link.

Selecting and Entering FCS Elements in Travel Manager

1. Enter the Account Code Label in the Accounting Code field on the Available
Accounting Codes page.
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Available Accounting Codes for 10-CFB06-16CA

Quick Tip For this Document you can:
Once two or more accounting codes are selected, the Allocation button is enakblzd. Change |t o A Different Organization

Enter Search Criteria Add | Mew Accounting Code
Accounting Code |51 (40045473 Search | Retrieve | Back | Continue |

Master Accounting Codes Click Accounting Label to add to Document
Search Results Prev10 Hext10

Crganization fication Code

2. Click the _Fetrieve | bytton. The account code label will be displayed in the
Master Accounting Codes area.

NOTE

DO NOT click on the Add New Accounting Code. If the “Add” button is
used, the accounting information will not be pulled into the document and it
will not route for the account review.

3. Click on the Label link for Organization 10 under the Master Accounting Codes
area. The account code label will be added to the bottom half of the page in the
Accounting Codes for Current Document area.

4. Review the Classification Code to make sure it is the correct code for the
organization funding the trip. An organizational account code crosswalk is
posted on the Travel Manager website, http://travel.hg.nasa.gov. Click the
Accounting Info link.

NOTE

Always select the account code with Organization 10.
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Available Accounting Codes for 10-CFA08-01DC

Quick Tip For this Document you can:
S:;:.:ED or more accounting codes are selected, the Allocation button is ta A Different Organization
Accounting Code  [[(3071(r<0045423 Search | Retrieve | Back | Continue

Master Accounting Codes Click Accounting Lakel to add to Document
Search Results
Crganization Clazsification Code

10 D090 0XX0045423 090-10-C1, SAT4Z20030. ... .. ..

Click an itemn to edit/delete it

[ Extended
d? K 10 DO09010XX0045423 090-10-C1 . SAT4220030. ... ... Extended

& et 3 pelete

5. Click the Update icon J next to the account label in the lower portion of the
page to edit the Accounting Code information. The Update Accounting Code

page will be displayed. (Note: click the Delete icon X to delete an account
code record from the travel document if you will no longer be allocating
expenses to the account.)

NOTE

The Organization field on the Update Accounting Code page defaults to
“10”. DO NOT change it for any reason.
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Update Accounting Code for 10-CFA08-01DC

% Quick Tip For this Document you can:
ou must enter an account lakel before Updating the Extended Acct Codes. Update I Extended Acct Codes
Label  [DOSTI0MA0045423 I™ save Accourting _Save | Acct Code Updetes
Organization 10 - azggrnﬁ?lezzgio _Il:an-::el et ode Hpeiates
WBS  [030-10-C1 internal ord  [FC100200
Fund  |SAT422003D ObjClass [2121
Hetidct | [
Funds Res | |
Res Line km | |

6. Enter FC100200 in the Internal Ord field. This is the assigned Internal Order
number for Headquarters. This is a required field.

7. Enter the Object Class Code. For example 2121 for General Administrative
Travel (Domestic). The Object Class code is used to derive the appropriate
General Ledger account for financial postings. This is a required field. A
listing of travel object classes is available on the NASA HQ Travel Manager
website, http://travel.hg.nasa.gov. Click the Accounting Info link.

NOTE

The Object Class Code and the Internal Order are required on all travel
documents. The SAP accounting system will reject all documents without the
Internal Order and Object Class Code included.

The Object Class Codes can be found in the Financial Management Manual
(FMM) or on the NASA HQ Travel web page located at http://travel.hg.nasa.gov/.

8. Click the Acct Code Updates button in the For this Document you
can: area in the top right. The Available Accounting Codes page will be re-
displayed.
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Available Accounting Codes for 10-CFA08-01DC

Quick Tip For this Document you can:
S;ac:l;;;\.fo oF more accounting codes are selected, the Allocation button is Change |tu:| A Different Organization
Accounting Code | Search | Retrieve | Back | Continue

et
Prev 10 Hext 10

Master Accounting Codes
Search Results

Organization ake -ation Code

Accounting Codes for 10-CFA03.01DC

8 = = = E
L’f K 10 DO9MMOXXO043423 090-10-C1, SAT4220030. .. FC100200, 2121, .. Extended

# et 3 Delete

9. Ifasecond account code is added, an Allocate link will be displayed to the right
of the Extended Code column. Click on Allocate to add expenses to different
account codes. The Accounting Allocation Summary page will be displayed.

Available Accounting Codes for 10-CFA08-01DC

Quick Tip For this Document you can:
once tyvwo ar more accounting codes are selected, the Allocation button is ; o
enabled. to A Different Crganization
Enter Search Criteria Add | New Accourting Code
Accounting Code | Search I Retrieve I Back I Continue

Master Accounting Codes C ounting Lakbel t
Search Results Prev 10 Hext 10

Organization

Accounting Codes for 10-CFAIB01DC

5? x g DOSOM OXXO043423 090-10-C1 . SAT4220030. . FC100200. 2121, . Extended Allocate

& 3¢ qp  DDIM 0X¥013H423 090-10-1 . HSF422003D. . FC100200. 2121 Extended Allocate
& et ¥ petete
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Accounting Allocation Summary for 10-CFAQ8-01DC

Quick Tip For this Document you can:
Expenzes can be allocsated by expenzse type, percent, date, expenze category, ar .

Allocation Screen
amournt. M

Accounting Allocation Summary

10 D090 DEKO04 5423 553.00 1)
D030 0XE01 3H423 0.0a

Expense Categary Expenze
Expense Cateqory

A mourt
100.00

CO.CARIER

LODGING 35600 COM CARIER 100.00
MEIE 99.00 356.00
OTHER: 0.00 99.00
REMTAL CAR 100,00 0.00
ry Allocation Breakdown for 'D09010XX013H423" 100.00

Amournt

COM.CARIER 0.00

LODGING 0.00
MEIE 0.00
OTHER 0.00
REMTAL CAR 0.0a

10. When there is more than one accounting code on a document the default is
assigned to the first accounting code. Expenses may be allocated across multiple
accounting codes using the five methods that are available in the Accounting
Code Allocation Summary area of the Accounting Allocation Summary page.

a. Percent indicates the percentage of total costs to each accounting code (e.g.,
one accounting code pays 70% and the other pays 30%).

To allocate funds using this method:

(1) Click on the zero in the Percent column. The Allocate by Percent page
will be displayed. Indicate in the percent field the allocation of funds
between the account codes.

(2) Click the Percent Changes button in the For this Document
you can: area in the top right. The Accounting Allocation Summary
page is displayed again.

(3) Click the M Allocation Screen button to return to the Available
Accounting Codes page.

(4) Click button to continue processing the document.
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b. Date allows allocation according to when the expense occurred (e.g., one
accounting code pays for the first two days of travel, and the other account
code pays for the remaining days).

To allocate funds using this method:

(1) Click on the asterisk (*) in the Date column. The Allocate by Date page
will be displayed.

(2) Enter the begin date in the Begin Date (mm/dd/yy) field.

(3) Click Date Changes button. The Accounting Allocation
Summary page will be re-displayed.

(4) Click the _El23€ |Allocation Screen button to return to the Available
Accounting Codes page.

(5) Click to continue processing the document.

c. Expense Category indicates which expense category is assigned to an
accounting code (e.g., one accounting code pays for lodging and the other
accounting code pays for all other expenses)

To allocate funds using this method:

(1) Click on the Expense Category link displayed in the Allocate By
column. The Allocate by Expense Category page will be displayed.

(2) Select the appropriate accounting code label for the expense.

(3) Click the Allocation Changes button in the For this Document
you can: area in the upper right corner.

d. Expense indicates which specific expense is assigned to which accounting
code (e.g., one accounting code pays for M&IE and another pays the other
expenses).

To allocate funds using this method:
(1) Click the Expense link in the Allocate By column. The Allocate by
Expense page will be displayed.
(2) Click the arrow on the drop down list in the Organization/Label column
to select the account code to be charge for the expense.
IFM Travel Manager Preparer’s Guide 13
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(3) Click Expense Allocations in the For this Document you can:
area in the top right area.

(4) When all expenses have been allocated to the appropriate account code
click the Done Save & Exit Allocations button in the For this
Document you can: area in the top right. The Accounting Allocation
Summary page will be re-displayed.

(5) Click MAllocaﬁon Screen to return to the Available Accounting
Codes page.

(6) Click to continue processing the document.

e. Amount indicates the amount of each expense item to allocate to an
accounting code.

To allocate funds using this method:

(1) Click on the Amount link in the Allocate By Amount column listed
under the Break by Expense Category. The Allocate By Expense
Category Amount page will be displayed.

(2) Enter the dollar amount to be allocated for the expense category in the
amount column.

(3) Click Amount Changes in the For this Document you can:
area in the top right. Continue for each expense category listed.

(4) Click Done Save & Exit Allocations in the For this Document you
can: area in the top right when finished. The Accounting Allocation
Summary page will be re-displayed.

(5) Click ﬂl Allocation Screen to return to the Available Accounting
Codes page.

(6) Click the button to continue processing the document.

E. TOTALS

The Totals page summarizes the details of the expenses by category, organization,
and accounting labels. The voucher will not be processed if the total amount
claimed exceeds the total estimated expenses by 125% or more. An amendment to
the authorization will be required.
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Setup Reports Logjout Help Nnrnment Prenaratinn

=R Total Details for 10-HAA11-15VA
Kathi Travelar Quick Tip For this Document you can:
Traveler: If neceszary, enter additional corporate charge card payment amounts and dlick Caloul ste.
Calculate | Mew Totals for Document
Kathi Traveler

[ Lacal Yousher Back | _continue |

10-HAA11-15% A

Total Expenses: 12.30

» Dacument Summarny Mon-reimbursable Expenses: 0.00

= Traveler

DEPEES Total Armourt Claimed: 12.30
= Accounting
F Totals Expenzes on Gowt Charge 5 o
Card:
= Comments

Add'l Gow't Charge Card ID oo
= Document Status Payment:

= Perform Pre-Audits

(Dus Gov't if negative)

Total Gow't Charge Card
= Preview Document Amount: 0.00

= Export Document Payto Gowv't Charge Card: 0.00
Payto Traweler: 1230

Expense Category Details

= Cloze Document

Drganization [Acoounting
OTHER 1 10-02-AA30 730
PARKING 10 10-02-AA30 .00

1. Review the total details.

2. Click the —€mimue | bytton in the For this Document you can: area in the top
right. The Comments page will be displayed.

F. COMMENTS

Comments for 10-HAA11-15VA
% Quick Tip For this Document you can:

Click Apply and preset comments are inserted into the Comments field. Comments can
also be typad directly into the comments fizld. Comments apply to the entire document. Apply | Preset Comments

Comments ﬂ EI Comments

Back |
Continue |

ﬁl without Saving Comments

" o

1. Click the Preset Comments button in the For this Document you can:
area in the top right.

2. Delete the solid line after the comment and enter the purpose for local travel.
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Comments for 10-HAA11-15VA
Quick Tip For this Document you can:
Click Apply and preset comments are insertted into the Comments field. Comments can Apply | Freset Comments

alzo be typed directly into the comments field. Comments apply to the entire document.
EI Comments
Flease identify Purpose for trip ;I
Attend travel meeting in Anyplace Back | Continue |
Close | without Saving Comments

Comments

-
1| | 3

3. Click the Comments button in the For this Document you can: area in
the top right. The Document Summary page will be displayed.

G. DOCUMENT SUMMARY

Setup __Reports __Logout _Help Nocument Prenaration
User:
Document Summary for Local Vvoucher 10-HAA11-15VA
Kathi Travaler Quick Tip For this Document you can:
Traveler: For specific information, click on a Details link. You can sign and stamp your decument fram the
Dacument Status section. _5ave | pocument
Kathi Traveler ) conti
[ Local Youcher: Travvel th‘;‘j:g‘;: —|° 1N | Entering Document
10-HART - 15WA
- Close
Traweler Detzilz 254-58-7548 , Kathi Traveler —I Current Document
* Document Summary
= Traweler Trip Purpose | ;I
* Expenses Expenze Details (FETETNTTTE]
» Agcountin
¢ Quick Expense [ SFEVEEENETE E e Amount
= Totals
F : Home town TO: Anyplace &
- Commants 7 ¥ |nemec2002 back 7.30
= Document Status & 3 |peneszo0z PARKING-LOCAL 5.00
= Parfarm Pre-Audits Totsl:|12.30

» Freviem Dosument P e ccounting Summary

= Export Document

= Close Document

AD-02-A430 1z.30
| Total:|12.30 |
= ER T otals Summany

o e ; !
A
Fay To Charge Card
Fay To Traveler

Erter Cormments

il=1=0 1= = SN o cu ment Status Enter StatusPIN to stamp

Starp and Route |

Status To Apply Signature PIN

|EELEE | =1

-
4 »

Remarks

1. Click any link on the Document Toolbar located on the left side of the page to
open a specific page to review prior to stamping and routing. When the
document has been reviewed for errors, missing data, etc., it can be signed,
stamped and routed.

2. If more than one accounting code is funding the travel, click on the Accounting
Details link located beside the Accounting Summary area, and review allocation
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of expenses to ensure proper distribution of funds to the correct account code
prior to signing the document.

3. Click the Document Status link on the Document Toolbar on the left side of
the page to display the Status page. (Note: The document may also be signed
and stamped in the Document Status area of the Document Summary page.)

H. DOCUMENT STATUS

Setup Reports

User:

Kathi Traveler
Traveler:

Kathi Traveler
[# Local Voucher:
A0-HAAT1-15WA

= Document Summany
= Traveler

= Expenses

= Accounting

= Totals

= Comments
FDocument Status
= Perform Pre-Audits
= Preview Document
« Export Document

= Close Document

Help Nocument Prenaration
Status for 10-HAA11-15VA
Quick Tip For this Document you can:
% The Signature PIN iz case sensitive!
Stamp | and Submit ocument
Back Continue I
Status to AppIyISIGNED -
sigrature PIN |

El
Remarks -
4 2

Document Routing

Traveler, Kathi SIGNED o
Document History s hi en
pateTime plas_ ______Name
08/6/02 10:434M EST CREATED Kathi Traveler

1. The Status to Apply value is set to the default SIGNED. DO NOT CHANGE

IT.

2. Click in the Signature PIN field. Enter the appropriate PIN.

The Remarks field is to be used by Reviewers and/or Approvers to note approval
or disapproval. Preparer and Traveler comments should be entered in the
Comments field.

NOTE
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Setup Reports

User:

Kathi Traveler
Traveler:

Kathi Traveler
[ Local Woucher:
A0-HAAL -5 A

= Document Summany
= Traveler

= Expenses

= Accounting

= Totals

= Comments
FDocument Status
= Perform Pre-Audits
= Preview Document
= Export Document

= Close Document

Logout Help

A ‘_‘r elco
Travel Manager*s.0

Nocument Prenaration

Status for 10-HAA11-15VA

Quick Tip
The Signature PIM iz case sensitive!

For this Document you can:

Stamp Iand Submit Document

Back Continue

St=tus to Apply I SIGMED vl

Signature PIN [

Lacal Vaucher prepared for travelar. =]
Rermarks -
Ll 3

Document Routing

Traveler, Kathi SIGNED o

Document History

pate/Time ptates___________Jiame
08M6/02 10:434M EST CREATED Kathi Traveler

Click the and Submit Document button in the For this Document

you can: area in the top right. The Pre-Audit Results page will be displayed.

The traveler must sign the Local Voucher before routing is initiated. The

preparer cannot sign and stamp a Local Voucher for a traveler.

I. PERFORM PRE-AUDITS

Setup Reports

User:

Kathi Traveler
Traveler:

Kathi Traveler
[ Local Youcher:
10-HAATT-15YA

= Document Summary
= Traveler

 Expenses

= Accounting

= Tatals

= Comments

= Document Status

* Perform Pre-Audits

= Preview Document
- Export Document

= Close Document

Logout Help

Nocument Prenaration

Pre-Audit Results for 10-HAA11-15VA

For this Document you can:

Quick Tip
Click the Magnifying lass isan to view detail somments far each audit process.

Justify I Pre-Audit Results

Document Name: 10-HAAT1-15WA Close I Pre-Audit Results

Type: Local Voucher
Trawveler: Traveler, Kathi

Status: FAIL

Pre-Audit Results

@E APPROVED BY TRAVELRA

B\ APFROVED BY TRAVELRZ FASS
@E APPROVED BY TRAVELRZ PASS
g\ EXPENSE CATEGORIES FAIL OTHER GREATER THAN 0.00
E\ FERSONAL INFD - KEY PASS
g\ TRAWVEL EXPENSES PASS

1. Review the Pre-Audit Results that Travel Manager processes for the Local

Voucher.
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2. If any item needs attention, the word ‘FAIL’ will be in the Status column. A
comment describing the failure will appear in the Comments column as shown
above. A ‘FAIL’ is a flag to draw attention to a particular process to ensure the
Preparer has entered/reviewed the data correctly. A FAIL status will not
prevent the document from routing.

NOTE

If changes are necessary to the document prior to stamping it “SIGNED”,
click the &=r==! | pre-Audit Results button in the For this Document you
can: area in the top right. The document will not be stamped and will not
route. The document can be modified without adjustment.

3. Click the Contine | Stamping the Document button in the For this
Document you can: area in the top right. The Signature page will be displayed.

4. Review the certification statement. If in agreement, click the ﬂl
Signature Text button. The document has been routed to the next person to
review and/or approve.

IMPORTANT

The traveler still must sign the Local Travel Voucher before routing is initiated.
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J. OPEN EXISTING DOCUMENT (VIEW/UPDATE)

1. Click the Open Existing Document link on the Document Toolbar on the left
side of the page.

Setup  Reports  Logout  Help Document Preparation

User:

Susie Smith
Traveler:

[ Create a New Document
[ Open Existing Document
[> Feview Doouments
[> Delate Documents

[ Copy Document

[ Import Documents

2. The Traveler Listing (Open Document) page will be displayed.

Setup  Reports  Logout  Help Document Preparation
User:
Traveler Listing (Open Document)
Susie Smith
Traveler: Quick Tip
Type one ar more letters of the travelers last name and click

Search. Then, clidk the travelefs name to list all doouments
[> Create a Hew Document

» Open Existing Enter Search Criteria
Document

[+ Review Documents Last Hame | ]
[ Delete Documents Document Type lﬁ

[ Copy Document

Traveler List Click on an entry

[ Impor Dosuments
Search Resulls Frev 4D Nest 40

3. Click in the Last Name field and enter the traveler’s last name.

4. Click the button next to the Last Name field. The Document Search

(Oﬁ en Document) area lists all documents created for the traveler.
Setup  Reports  Logout  Help Nocument Prenaration

User:
i Trave Traveler Listing (Open Document) Document Search (Open Document)
athi Traweler
Traveler: g Quick Tip Document List Click on an en
Type ene or more letters of the travelers last name and
click Search. Then, click the travelers name to list all Traveler: Kathi Traveler
[» Create a New Document documents. E-c--::ument Hame

@Au{horizgﬁon 10-CFADS-10FL  02M0M0Z  SIGHED

" Ouen Existing Enter Search Criteria
Document [ puthorization  10-CFBOS-20NC  03/2002  MGT AFFROVED
Fiawiew b s

- [ReEn BeemeD Last tame | — B Avthorization  10-CFEOS-1ANY 02102 CREATED

[> Delete Documents 3 Authorization  -CFEO7-20DC  OF/2002  SIGNED
Document Type | ALL =
[> Copy Document i Bl authorization  10-CFBOT-1SNC  OTMSDZ A TRAWEL AGENT

[» Impart Documents Traveler List Click on an entry

@ Authorization  10et07ASTH 07502 A TRAVEL AGENT

Search Results FPrew 40 Hext 40 @Au‘hmizaﬁon 10et07AS TR 07/1502 CREATED

Traveler, Kathi 254.50.7548 (3l Local Vousher 10-HAAN1-18WA  0MBMOZ CREATED

@Local\fuucher 10-JE0B-10GSFC OTMEMNZ  SIGHED

5. Click on the Document icon l&l] of the document to be opened. The Open
Document Signature page will be displayed.
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a. Documents that have been created but not routed will have CREATED in
the Status column.

b. Documents that have been created and routed will have various stamp
values in the Status column, some of which may be SIGNED, ADJUSTED,
REVIEWED, APPROVED, MGT REVIEWED, MGT APPROVED, A
TRAVEL AGENT, CANCELED, RETURNED or DISBURSED.

c. The Travel Office has locked documents that have APPROVED, A
TRAVEL AGENT or DATALINK in the Status column. An amendment
will be required to add additional expenses.

Setup  Reports  Logout  Help Document Preparation

User: Open Document Signature

Far this Document you can:

Susie L Smith Quick Tip
Traveler: The Signature PIN is case sensitive! sign | te Review Dosument

signisture for Adjustmert | Get| Dooument as View-Only

Cancel | Opening Bocumen t

[> Create a New Document

* Open Existing
Document
[ Review Dosuments

NOTE

The Open Document Signature page will not be displayed if the Traveler has not
signed the document. The Document Summary page will immediately be
displayed.

6. The document can be opened one of two ways. It can be opened to be modified
or opened in the “view-only” mode.

To open the document to make adjustments:

a. Enter the appropriate signature PIN in the Signature for Adjustment field.

b. Click the to Review Document button in the For this Document
you can: area in the top right to adjust the document. The Document
Summary page will be displayed. The document can be adjusted.

c. When all adjustments have been made to the document, click the Document
Status link on the Document Toolbar on the left side of the page. The
Status page will be displayed.

d. Enter the Signature Pin in the Status PIN field.

e. Click the and Submit Document button. The Pre-Audits page will
be displayed.

f. Review the Pre-Audit Results that Travel Manager processes.

g. If any item needs attention, the word “FAIL” will be in the Status column.
A comment describing the failure will appear in the Comments column. A
“FAIL” is a flag to draw attention to a particular process to ensure the
Preparer has entered/reviewed the data correctly. A “FAIL” status will not
prevent the document from routing.
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h. Click the _ Continue_| Stamping the Document button. The Signature page
will be displayed.

i. Read the verification statement.

j.  Click the ﬂl Signature Text button. The main page will be
displayed.

To open the document as a “view-only” document:

a. Click the Document as View-Only button in the For this Document
you can: area to open the document in the view only mode. The Document
Summary page will be displayed. “(VIEW ONLY) will appear at the end of
the title on the document title line.

Setup  Reports  Logout  Help Document Preparation
e Document Summary for Adjustment to Local Youcher 10-HAA11-15VA (View Onl
Kathi Traveler % Quick Tip For this Document you can:
Traveler: Sttt o DL o 0 Ly S0 s B Sominie | g1toing bocument
[ Loi:h\lzl:ic‘:elrer Travel A“"‘“"“L‘jﬂ"‘; 10-AAZ0001D 9% | cument Document

A0-HAAT1-15WA

Traveler Detsil= 254-58-7548 , Kathi Traveler
' Document Summary

= Traveler Trip Purpose B
AIEpEES SEEEEEERYF 2 pense Summary

= Accounting

Expense
- Totals
7 FROM: Home town TO: Anyplase & back
= Comments
F ‘ ‘oamafzooz PARKING-LOCAL 5.00

= Document Status

= Parform Pre-Audits Total:[12.30
= Preview Dooument P ne e ccounting Summary
= Export Document

+Close Document 10-02-7430 12.30
| Tetal:[12.30 ]

otals Summary

b e nt

Totsls Detsils

Amount Claimed
Pay To Charge Card 0.00
Pay To Traveler 12,30

Enter Commerts
Documert Stztus (AT ST Enter StatusPIN to stamp this document

Documant Status: SIGHNED  Awsiting: BARRY BACKUF AFPROVER

Signature PIN

b. Review the contents of the document and the note the status in the Awaiting:
area under Document Status section on the Document Summary page or
click the Document Status link located beside the Document Status area to
view the document status on the Status page.
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Y N eiment Drenaratinn

User:

Kathi Traveler
Traveler:

Kathi Travelar
[ Local Youcher
10-HAAT-15VA

= Document Summarny
= Traveler

- Expenses

= Accounting

= Totals

= Comments

* Document Status
= Perform Pre-Audits
= Praview Document
= Export Document

= Cloze Document

Status for 10-HAA11-15VA (View Only)

Quick Tip
The Signature PIN is case sensitive!

For this Document you can:
Back | certinue |

Document Routing

MGT AFPROVED
MET AFPROVED
DISBURSE
DISBURSE

BARRY BACKUF AFPFROVER
Brandon Approver

AT SWEET

LYHDA OUZTS

Document History x ent
OEMEM2 10:42AM EST CREATED Kathi Traveler

0S06/02 11:948AM EST SIGNED Kathi Traveler

c. Click the M Document link on the Document Toolbar on the left side

of the page to close the document or click M Current Document
button in the For this Document you can: area in the top right.
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